
IEP & IEP AMENDMENT FLOW CHART      (revised 7/11) 

 

 

 Does the student have a current IEP? 

Yes No 

Amend the current IEP Develop a new annual or initial IEP 

Call the parent.  Does the parent consent to 

amend without convening a meeting? 

Yes No 

Document parent consent 

to proceed without a 

meeting on the IEP 

Amendment Form (IEP2) 

and on the student’s 

contact log. 

Complete IEP2. 

If parent has given verbal 

consent to implement the 

amendment by phone, note 

“consent given by phone 

on [date]” on the parent 

signature line. 

Send parent and LEA a 

copy of IEP2 and IEP3 

(IEP Amendment Phone 

Letter). 

Place the original copies 

of IEP2 and IEP3 in the 

student’s record attached 

to the current IEP. 

Send IEP Invitation and 

Meeting Response Form 

to Parent and LEA (IEP1 

and MRF). 

Convene the IEP team 

and complete the 

Amendment (IEP2). 

If parent 

attended: 

Give the 

parent and 

send LEA 

copies of 

completed 

IEP1, MRF  

and IEP2. 

If parent did not 

attend: 

Send the parent 

completed IEP2 and 

letter IEP4 to obtain 

consent.  Once consent 

received, send parent 

and LEA copies of 

completed IEP1, MRF, 

IEP4,   and IEP2. 

Place the original copies of IEP1, 

MRF, IEP2 and IEP4 in the student’s 

record attached to the current IEP. 

 

Send IEP Invitation and Meeting 

Response Form to Parent and LEA (IEP1 

and MRF). 

Optional: Gather teacher input using 

the Teacher Input Form (TIF). 

Convene the IEP team and develop an 

IEP (Forms IEP6 through IEP17, as 

appropriate to age/needs of student). * 

You may send a draft of a proposed 

IEP to parents before the meeting if all 

pages are marked as DRAFT. 

If parent attended: Give 

parent and send LEA copies 

of completed IEP1, MRF,  

TR1/TR2  (if applicable), 

and IEP6-IEP17. 

If parent did not attend: 

send the parent IEP6-

IEP17 and IEP4 to obtain 

consent.  Once consent 

received, send parent and 

LEA copies of IEP1, MRF, 

IEP6-IEP17, TR1/TR2  (if 

applicable), and IEP4. 

Place the original copies of 

IEP1, MRF, IEP6-IEP17, 

TR1/TR2  (if applicable), 

and IEP4 in the student’s 

record. 

Note: If at any time the IEP team refuses an action requested by the parent, a 

Prior Written Notice form (PWN) shall be completed and given to the parent and 

LEA and placed in the student’s record. 

*If student will turn 17 during the IEP year, also complete TR1 (required) and TR2 (optional). The parent and LEA must be 

given copies and a copy shall be kept in the student’s record with the IEP. 


